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MEMO FOR3 Ex ecutive Officer, Office of Security
SUBJECT 3 Repert ef 1963 Cest Redustions and Menagement Imprevemants.

1. In keeping with the President's peliey ef ocest reduction and

management imprevenment, the Office ef Security has had fer the past three
years a full-time Recerds Management Fregram te impreve the ecensny and
efficiency ef all paperwerk precedures and recerds keeping related te
Security sstivities.

2. During the past year every major phige of this Recerds

Mamagement Fregram ia the Office of Security bas iacreansed its
activities and effectiveness mere than 100%:

a. Forms Inprmt Actlions o« ¢ « v ¢ 4 o 4 o cz,b’o
b. mp ment Precurment Contrel * s 2 n w * 89‘
¢« Recerds Systems Surveys 2 s % o ¢ % 8 % =
d. Imactive Recerds Retired (ou.ft.) . . +» « « 57¥
De ?1“1 m.rdl Stered (ﬁh mu) P A /00
f. Recerds Autematien Develepments . . . . « «+ 3

3. Specifically, the follewing Recerds Managuent accemplishmente have

had netewerthy cest reductien and managemsent imprevezent ramifications:

a2+ Each of the 250 ferms imprevement astlens reducéd the office
man-pover and time required te cemplets a Security assignment.
Farther, printing cost econsmies resulted from the Fregram's
centrel of forms design, preductien, storage and distributien.

be. Review of precurement requests has permitted cancellatien ef
mere than $1,000 werth eof mew recerds equipment purehase erders
and gubstitutien of equally effective alternate precedures o
surplus suppiies in sterage.

“Be & majer office systems revisien resulted in the censelidating
inte ene affice the index recerds ceneerning sensitive clearances
on 28 Special Projects in 5 separate effices. This lmpreved
seourity clearance centrel, centtalized recerds reference, and
related briefing eperationg.emabled a net personnel reductien
far these eperations vith Master research service benafiting
the entire intelligencs cormunity.

d. A majer reperting imprevement previded tep menagement with s
nenthly summary en the status ef all stafl empleyee sscurlity
clearances being procezsed. The repert highlights fer cerrsctive
setien any cas es laggin-g behind anywhere aleng the precessing
pipeline. Statistios en cempleted-casef precessing time is
included in this repert to impreve sentrel by tep management.
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e. Te lupreve files and precedures the cemputer was used te
deviss 300,000 different safe cembinatiens in aceerdance
with established security requirements, This eesputer
sequenced randem oollectien is supplied ammually and prevides
several years free frem accldentally dupiicated e hasty,
belew standatd cembinatiens, This impreved safe security
alse permits faater, :?5? gﬂieiont safs maintenance eperatioens
and recerds keeping. =~ — o3

f. During the last year % cublic feet of imactive office files were
meved ocut of space valued at §$ 2,000 per fest inte the Agency Recerds
Center where apace cests $0. 3= per feet. Besldes this net

j 5O mavings of : r year, this actien has reuse
r office £111 pment with a replacement valus of < - o B
. |

ipargased effice spece avallable and the mere efflic ling
%ﬁuonﬂ are additional benefits, J

g. The Office of Security cempletely re~svaluated, revised, and up-dated
1ts Vital Recerds Sterage this September. This actien hes put
Log, 00D 4tems frem irreplacable files #mte 100 reels of
micrefilm for safe sterage at the Agency relecatisn aite.

h. Manually eperated files and punch card records systems are being
cenverted te sterage on magnetic taps fer manipulatien sn electronic
csmputers. 7This actien is accemplished when justified by cest
reduction, data precessing time savings, and impreved management
central. Successful conversiens te cemputer eperatiens were
comploted on the Specisl Clesrance Cqnter Index and the Status
Repert en Security Case Frescessing.
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